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HRMS Organizational Management 
Create or Update Position Cost Distribution 

Organizational Management Processor uses this procedure to create or update a Position’s cost distribution, using 
transaction code PO13.  

 

1. Enter transaction code 
“PO13” in the 
Command field and 
press Enter, 

OR 
Follow the menu tree: 
Human Resources→ 
Organizational 
Management→ Expert 
Mode→ Position. 

 

2. Enter the position 
number in the Position 
field and press Enter. 

3. Perform one of the 
following: 

If Then 
You are 
creating the 
Cost 
Distribution 
for a new 
position, 

Go to 
Step 4. 

You are 
updating the 
Cost 
Distribution 
for an existing 
position, 

Go to 
Step 10. 

 

 

PO13  

Hint: For cost coding questions, please contact your 
agency accounting office. 
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4. Enter the effective date 
of the Cost Distribution 
in the From field. 

5. Click the box to the left 
of infotype Cost 
Distribution. 

6. Click  Create. 

 
  

7. Enter WA01 in the COAr 
(Controlling/Business 
Area) field. 

8. Use the table to the right 
for information on how 
to complete the required 
Cost Distribution fields. 
Repeat for each 
additional Cost 
Distribution (up to 12 
total). 

9. Click  Enter. 

10. Click  Save. 

This completes the 
transaction to create the 
Cost Distribution for a New 
Position. 

 
 

IMPORTANT: For split 
Cost Distributions, total 
Percent (Pct.) MUST 
equal 100. 

Hint: Use the slider bar 
to access additional 
fields to the right. 

IMPORTANT: If the From 
date isn’t entered here, 
the Fund column will not 
appear in the Cost 
Distribution table. 

WA01 
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11. Click the box to the left 
of infotype Cost 
Distribution. 

12. Click  Copy. 

 
  

13. Enter the effective date 
of the Cost Distribution in 
the Start Date field. 

14. Enter WA01 in the 
COAr (Controlling/ 
Business Area) field. 

15. Use the table in Step 8 
for information on how to 
complete the required Cost 
Distribution fields. Repeat 
for each additional Cost 
Distribution (up to 12 
total).  

16. Click  Enter. 

17. The CostDistribution 
Create box will appear. 
Click Yes. 

18. Click  Save.  

This completes the 
transaction to update the 
Cost Distribution for an 
Existing Position. 

 

WA01 

IMPORTANT: For split 
Cost Distributions, total 
Percent (Pct.) MUST 
equal 100. 

Hint: Use the slider bar 
to access additional 
fields to the right. 

 


